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II. WELCOME 

DEAR CASA FAMILIES:  

WELCOME TO THE 2015-2016 COUNTY AFTER SCHOOL ACTIVIT IES’  PROGRAM (CASA) OF LOUDOUN COUNTY PARKS,  
RECREATION AND COMMUNITY SERVICES.  CASA STAFF CONTINUE PLANNING AND PREPARING EXCITING ACTIVITIES TO 
ENGAGE THE CHILDREN’S KNOWLEDGE AND INTERESTS THROUGHOUT THE YEAR.  

OUR FOCUS THIS YEAR IS  TAKING A LOOK AT ALL THE PIECES OF A CHILD’S EXPERIENCES,  NEW AND OLD, AND 
CONNECTING IT  BACK TO THEM. ONE OF OUR GOALS IS  TO ILLUSTRATE HOW EVERYTHING HAS AN 
INTERCONNECTEDNESS,  AND SO OUR MONTHLY THEMES HAVE BEEN CREATED TO FACILITATE PROGRAMMING THAT 
WILL REFLECT THOSE CONNECTIONS.  

THE MONTHLY THEMES INCLUDE: GAMES AND GETTING TO KNOW YOU, NUTRITION & WELLNESS WITH COMMUNITY 
INVOLVEMENT, SCIENCE CHALLENGES AND INVENTIONS,  THE ARTS:  MUSIC,  DRAMA, THEATRE AND LITERACY,  AND 
NATURE AND SCIENCE EXPLORATIONS.  AN UNDERLYING GOAL WE HAVE IS  CONNECTING CHILDREN BACK TO THEIR 
COMMUNITIES AND TO BUILD A STRONG CASA COMMUNITY.  TO FACILITATE A CONNECTEDNESS TO COMMUNITY,  WE 
ARE PROVIDING OUR STAFF WITH CONTACTS WHO HAVE AGREED TO BE SPECIAL SPEAKERS AND HAVE ENCOURAGED 
OUR STAFF TO REACH OUT TO LOCAL BUSINESSES FOR SUPPORT OF OUR ENDEAVORS.  WE HOPE THIS WILL ENCOURAGE 
A SENSE OF OWNERSHIP AND PRIDE IN THE CHILDREN’S NEIGHBORHOODS. TO ACHIEVE THIS GOAL,  EACH CASA SITE 
WILL CREATE A MOSAIC THAT REQUIRES EACH CHILD TO DESIGN A PUZZLE PIECE WHICH WILL FIT  INTO A  LARGER 
PUZZLE TO ILLUSTRATE THE PROGRAM AS A WHOLE.  

WE BELIEVE FOCUSING ON THE LINK BETWEEN THESE SMALL INDIVIDUAL PIECES FROM A CHILD’S LIFE AND PROVIDING 
INTERESTING NEW EXPERIENCES ALLOWS US TO ACHIEVE OUR DIVISION SPECIFIC GOALS,  WHICH ARE INTEGRATING 
THE CHILDREN INTO OUR COMMUNITY,  ENCOURAGING CHILDREN TO SEEK NEW ADVENTURES AND INSTILL ING VALUES 
SUCH AS COOPERATION, SELF-DISCIPLINE AND RESPECT,  ALL WHILE PARTICIPATING IN A FUN AND WELL-ROUNDED 
PROGRAM. 

PLEASE TAKE THE TIME TO FAMILIARIZE  YOURSELF WITH THE INFORMATION IN THIS PARENT HANDBOOK. THE 
CONTENT HAS BEEN REVISED TO MAKE IT  CURRENT AND RELEVANT AS A RESOURCE FOR THE CASA PROGRAM. IF  YOU 
HAVE ANY QUESTIONS ABOUT POLICIES OR INFORMATION CONTAINED IN THIS HANDBOOK, PLEASE FEEL FREE TO 
CALL.EACH OF OUR PHONE NUMBERS ARE LISTED ON PAGE 23.   

WE LOOK FORWARD TO HEARING FROM YOU THROUGHOUT THE YEAR.  WE APPRECAITE YOUR FEEDBACK AND STRIVE 
TO INCORPORATE CHANGES BASED ON YOUR RECOMMENDATIONS. AS ALWAYS,  OUR DOORS AND PHONES ARE ALWAYS 
OPEN FOR YOU TO SHARE ANY THOUGHTS OR CONCERNS ABOUT YOUR CASA EXPERIENCE.  IT  IS  OUR GOAL TO PROVIDE 
A SAFE,  CARING, AND ENJOYABLE EXPERIENCE FOR ALL CHILDREN ENROLLED IN OUR AFTER SCHOOL ACTIVITIES 
PROGRAMS.   

S INCERELY,  

CATHERINE BAISEY & ALITA HOWARD 

CHILDREN’S PROGRAM COORDINATORS 
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III. PROGRAM MISSION & GOALS 

OUR MISSION 

TO SUPPORT THE AMBITION OF THE CHILDREN’S PROGRAMS DIVISION OF PARKS, RECREATION, 
AND COMMUNITY SERVICES (PRCS) THROUGH THE PROVISION OF A SAFE, ACCOUNTABLE AFTER 
SCHOOL CURRICULUM FOR SCHOOL-AGED CHILDREN. 

PROGRAM GOALS  

CASA CONTINUALLY STRIVES TO BUILD A MEANINGFUL CURRICULUM BY USING OUR EXPERIENCE, 
KNOWLEDGE AND RESOURCES TO DESIGN, IMPLEMENT AND EVALUATE A PROGRAM THAT 
PROMOTES COMPREHENSIVE LEARNING AND DEVELOPMENT FOR CHILDREN. AT CASA, WE 
ENCOURAGE CHILDREN TO LEARN AND PARTICIPATE IN THE FOLLOWING GOALS: 

A. RESPECT FOR SELF AND OTHERS: WE BELIEVE THAT EVERY CHILD IN OUR PROGRAM IS 
VALUABLE AND WE MAKE EVERY EFFORT TO CREATE AN ENVIRONMENT THAT FOSTERS SELF-
CONFIDENCE AND ESTEEM BUILDING. WITH THIS IN MIND, WE SEEK TO DEVELOP CHILDREN’S 
RESPECT FOR THEMSELVES AND OTHERS BY: 

1.  PROMOTING POSITIVE PEER INTERACTION: WE EMPHASIZE THE 
IMPORTANCE OF GOOD MANNERS, POSITIVE COMMUNICATION, EFFECTIVE 
PROBLEM SOLVING, AND TEAM BUILDING. 

2.  FOSTERING COOPERATION WITH ADULTS: STAFF WILL ESTABLISH FAIR AND 
CONSISTENT RULES AND POLICIES FOR ALL OF THE CHILDREN. WE EXPECT THE 
CHILDREN TO FOLLOW THESE RULES, AND LIKEWISE HOLD OURSELVES TO A 
STANDARD OF EXCELLENCE AND PROFESSIONALISM WHEN EXPLAINING AND 
ENFORCING RULES. WE POSITIVELY INFLUENCE CHILDREN’S ATTITUDES AND 
LEARNING. 

3.  EMPOWERING CHILDREN TO MAKE SAFE AND HEALTHY DECISIONS: WE 
ESTABLISH BOUNDARIES THAT TEACH CHILDREN TO BE RESPONSIBLE FOR THEIR 
OWN ACTIONS. WE PROMOTE INDEPENDENT THOUGHT AND LEARNING. CASA 
STAFF LEAD CHILDREN BY EXAMPLE AND ACT AS ROLE MODELS BY ILLUSTRATING 
APPROPRIATE MANNERS, CONDUCT AND APPEARANCE. AS ADULTS, WE OBSERVE, 
DOCUMENT, AND ADDRESS POTENTIAL CONCERNS IN THE PROGRAM AS THEY 
ARISE. 
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B.  SELF EXPRESSION: EVERY CHILD IS UNIQUE AND SPECIAL. WE ENCOURAGE CHILDREN TO 
DEVELOP THEIR TALENTS AND GIFTS BY CREATING VARIED OPPORTUNITIES FOR 
DISCOVERY. AT CASA WE PROVIDE CHILDREN WITH AN OPPORTUNITY TO EXPRESS 
THEMSELVES THROUGH AVENUES SUCH AS: 

 

(1) MUSIC AND DRAMA 

(2) ARTS AND CRAFTS 

(3) PHYSICAL ACTIVITIES 

(4) LEARNING NEW SKILLS 

(5) HOMEWORK/READING/EDUCATIONAL TIME 

C.  SENSE OF COMMUNITY: EVERY CHILD WILL BE PROVIDED WITH POSSIBILITIES TO DEVELOP 
THEIR CHARACTER AND INTERACT WITH THEIR NEIGHBORS IN A WAY THAT POSITIVELY 
IMPACTS THE WORLD AROUND THEM. CASA TEACHES THE IMPORTANCE OF COMMUNITY 
INVOLVEMENT, AND EMPHASIZES COMPASSION FOR THOSE AROUND US. THIS IS DONE BY 
PROMOTING: 

(1) CULTURAL AWARENESS: WE CELEBRATE THE DIFFERENCES 
THAT MAKE US UNIQUE AND SPECIAL, AND WE FOSTER AWARENESS 
AND RESPECT FOR ALL PEOPLE. 

(2) SERVICE LEARNING PROJECTS: CHILDREN WILL PARTICIPATE IN 
PROJECTS DESIGNED TO MAKE THEM AWARE OF AND HELP MEET SOME 
OF THE NEEDS IN THEIR COMMUNITY.     
 ENROLLMENT 

PLEASE VISIT OUR MAIN OFFICE TO ENROLL IN NEW PROGRAMS. ENROLLMENT IS 
LIMITED AND AVAILABLE ON A FIRST COME, FIRST SERVED BASIS.  

IV. ENROLLMENT  

WAITLIST 

EACH LOCATION HAS A MAXIMUM CAPACITY AND OPENINGS ARE AVAILABLE ON A 
FIRST COME FIRST SERVED BASIS. WE ARE NOT ABLE TO GUARANTEE OR PREDICT 
WHEN SPACE WILL BECOME AVAILABLE AT A PARTICULAR LOCATION.  IF YOU ARE 
PUT ON THE WAITLIST, AN ADMINISTRATIVE ASSISTANT WILL CONTACT YOU 
THROUGH E-MAIL OR BY PHONE TO LET YOU KNOW WHEN SPACE IS AVAILABLE. 
WHEN YOU ARE OFFERED A SPACE, YOU HAVE THE OPTION TO ACCEPT THE SPACE, 
BE MOVED TO THE BOTTOM OF THE WAITLIST, OR DECLINE. FUTURE PLACEMENT IS 
NOT GUARANTEED AND THE WAITLIST IS ESTABLISHED EACH PROGRAM YEAR.  
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SCHOOLS WITHOUT THE CASA PROGRAM 

THE CASA PROGRAM IS OFFERED IN MOST OF THE LOUDOUN COUNTY PUBLIC 
SCHOOLS. IF A CHILD’S SCHOOL DOES NOT OFFER THE CASA PROGRAM, PLEASE 
CALL OUR MAIN OFFICE TO SEE IF TRANSPORTATION IS OFFERED TO ANOTHER 
SCHOOL FOR CASA.  

CHILDREN WITH SPECIAL NEEDS 

LOUDOUN COUNTY PARKS, RECREATION AND COMMUNITY SERVICES WORKS 
CLOSELY WITH FAMILIES TO PROVIDE A SUCCESSFUL EXPERIENCE FOR ALL 
CHILDREN. WE WILL ATTEMPT TO ACCOMMODATE A PARTICIPANT’S SPECIAL NEEDS 
TO ENSURE SUCCESSFUL PARTICIPATION IN THE PROGRAM. PLEASE GIVE US AT 
LEAST 2 WEEKS NOTICE PRIOR TO YOUR CHILD STARTING THE PROGRAM TO MAKE 
ANY NECESSARY ACCOMMODATIONS. 

V. REGISTRATION & FEES  

REGISTRATION PROCEDURES 

REGISTRATION MUST BE DONE IN PERSON AT THE PRCS ADMINISTRATIVE OFFICE 
AT 20145 ASHBROOK PLACE, SUITE 170, ASHBURN, VA 20147. ALL ITEMS BELOW 
ARE REQUIRED TO REGISTER/COMPLY WITH VIRGINIA STATE LICENSING.  

A) A CHILDREN’S PROGRAMS DIVISION REGISTRATION FORM AND 
ADDENDUM. FORMS ARE AVAILABLE AT WWW.LOUDOUN.GOV/CASA OR THE 
PRCS MAIN OFFICE. 

B) CURRENT IDENTITY VERIFICATION FOR EACH CHILD. ACCEPTABLE 
FORMS INCLUDE AN ORIGINAL OR CERTIFIED COPY OF THE CHILD’S BIRTH 
CERTIFICATE, BIRTH REGISTRATION CARD, PASSPORT, OR REPORT CARD. 

C) A COMPLETED COPY OF THE COMMONWEALTH OF VIRGINIA SCHOOL 
ENTRANCE HEALTH FORM.  

IT IS THE RESPONSIBILITY OF THE PARENTS TO PROVIDE CASA STAFF WITH THE 
PROPER REGISTRATION INFORMATION AND CURRENT PHONE NUMBERS FOR THE 
CHILD’S FILE. PLEASE REQUEST AN INFORMATION UPDATE FORM FROM YOUR SITE 
SUPERVISOR TO DOCUMENT ANY CHANGES IN INFORMATION AS SOON AS THEY 
OCCUR.  

 

 

 

http://www.loudoun.gov/casa


 

 7 

REGISTRATION FEE & MONTHLY FEE 

EACH YEAR THERE IS A NON-REFUNDABLE REGISTRATION FEE OF $45.00 PER 
FAMILY. THIS IS DUE AT THE TIME OF REGISTRATION IN ORDER TO HOLD YOUR 
CHILD’S SPOT.  FOR 2015-2016 THE MONTHLY FEE IS $325. 

PROGRAM FEES 

CASA FEES ARE BILLED MONTHLY AND SHOULD BE PAID BY THE 1ST OF EACH 
FOR THE PRECEDING MONTH. FOR EXAMPLE, OCTOBER’S PAYMENT IS DUE 
SEPTEMBER 1ST, NOVEMBER’S PAYMENT IS DUE OCTOBER 1ST AND SO FORTH.  

SEPTEMBER: PAYMENT MUST BE RECEIVED BY AUGUST 1ST. IF PAYMENT IS NOT 
RECEIVED BY AUGUST 1ST, YOUR CHILD WILL BE DROPPED AND MAY NOT 
ATTEND CASA AT THE BEGINNING OF THE SCHOOL YEAR. IF SPACE IS AVAILABLE 
AND YOU WANT TO RE-REGISTER YOUR CHILD, YOU WILL BE REQUIRED TO PAY 
A $45 RE-REGISTRATION FEE IN ADDITION TO THE MONTHLY FEE. 

OCTOBER- JUNE: PAYMENTS RECEIVED AFTER THE 1ST OF THE PRECEDING 
MONTH WILL BE ASSESSED A $25.00 LATE FEE PER CHILD. IF PAYMENT IS NOT 
RECEIVED BY THE 10TH, THE CHILD IS DROPPED AND MAY NOT ATTEND THE 
NEXT MONTH. IF SPACE IS AVAILABLE, YOU MAY RE-REGISTER BY PAYING A $45 
RE-REGISTRATION FEE IN ADDITION TO THE MONTHLY FEE.  

JUNE’S PAYMENT: IF A CHILD WAS ENROLLED FOR THE ENTIRE SCHOOL YEAR, 
THERE WILL NOT BE A FEE FOR JUNE. IF A CHILD STARTS AFTER WINTER BREAK, 
A PARTIAL PAYMENT WILL BE DUE. IF A CHILD STARTS AFTER APRIL 1ST, FULL 
PAYMENT FOR JUNE IS DUE. 

  

LATE PICK-UP FEE 

A $15- PER CHILD LATE PICK UP FEE WILL BE ASSESSED FOR EVERY 15-MINUTE 
TIME PERIOD FROM 6:01PM. IF YOUR CHILD’S LOCATION CLOSES AT 6:15PM THE 
LATE FEE WILL BE ASSESSED STARTING AT 6:16PM. FOR EXAMPLE: 6:10PM PICK UP 
WILL BE ASSESSED $15 PER CHILD, 6:35PM PICK UP WILL BE ASSESSED $45 PER 
CHILD UPON YOUR ARRIVAL YOU WILL BE ASKED TO SIGN A LATE PICK-UP FORM. 
PARENTS WHO ARE FREQUENTLY LATE MAY BE ASKED TO SEEK AN ALTERNATE 
PROGRAM. LATE PICK-UP FEES ARE DUE WITH THE NEXT PROGRAM FEE OR WITHIN 
TWO WEEKS OF THE END OF THE PROGRAM. 

FINANCIAL ASSISTANCE 

ASSISTANCE FOR DAYCARE EXPENSES MAY BE AVAILABLE TO ELIGIBLE 
RESIDENTS THROUGH LOUDOUN COUNTY FAMILY SERVICES. FOR 
INFORMATION PLEASE CALL 703-777-0353. 



 

 8 

 CHILDCARE STATEMENTS 

ARE AVAILABLE ON WEBTRAC FOR FAMILIES WHO NEED TO SUBMIT FOR 
REIMBURSEMENT. OUR TAX IDENTIFICATION NUMBER IS 54-094-8306. 

WITHDRAWAL PROCEDURE 

PARENTS MUST NOTIFY THE PROGRAM COORDINATOR IN WRITING 2 WEEKS IN 
ADVANCE IF YOU PLAN TO WITHDRAW YOUR CHILD FROM CASA. YOU MAY E-MAIL: 
CASA@LOUDOUN.GOV. PLEASE INCLUDE YOUR CHILD’S NAME, CASA LOCATION, 
HOUSEHOLD NUMBER, AND THE LAST DAY YOUR CHILD WILL BE ATTENDING. 

VI. PAYMENTS AND BILLING 

PAYMENT OPTIONS 

WE ACCEPT CASH, CHECKS, AND CREDIT CARDS (VISA, MASTERCARD, & DISCOVER). THERE ARE THREE 
OPTIONS FOR PAYMENT: 

1.  MAIL: MAKE A CHECK PAYABLE TO: COUNTY OF LOUDOUN AND MAIL TO: 
LOUDOUN COUNTY PRCS, ATTENTION: CASA, 20145 ASHBROOK PLACE, SUITE 170, 
ASHBURN, VA 20147 

2.  WALK-IN: YOU MAY PAY IN PERSON AT ANY LOUDOUN COUNTY 
COMMUNITY CENTER (HOURS VARY), AND THE PARKS, RECREATION, AND 
COMMUNITY SERVICES OFFICE AT: 20145 ASHBROOK PLACE, SUITE 170, ASHBURN, 
VA 20147. 

3.  VISIT US AT: WWW.LOUDOUN.GOV/WEBTRAC, YOU WILL NEED YOUR PRCS 
HOUSEHOLD #, PASSWORD, AND CREDIT CARD INFORMATION.  

ADJUSTMENTS AND REFUNDS 

FEES WILL NOT BE ADJUSTED OR REFUNDED FOR ABSENCES, EARLY PICK-UPS, 
UNANTICIPATED CALENDAR CHANGES, CLOSINGS DUE TO WEATHER CONDITIONS, 
OR OTHER EMERGENCY SITUATIONS.  

 

RETURNED CHECKS 

THERE WILL BE A $35 CHARGE FOR ANY CHECK RETURNED FOR INSUFFICIENT 
FUNDS.  

 

mailto:casa@loudoun.gov
http://www.loudoun.gov/webtrac
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VII. CURRICULUM 

THE PRIMARY PURPOSE OF A DAY IN LOUDOUN COUNTY’S CASA PROGRAM IS TO PROVIDE SAFE, 
ACCOUNTABLE, FUN ACTIVITIES TO ALL PARTICIPANTS. THE PROGRAM GOAL IS TO PROVIDE 
ACTIVITIES THAT HELP ALL STUDENTS EXCEED THEIR POTENTIAL. SITE STAFF CREATE LESSON 
PLANS FOR THE DAILY SCHEDULE THAT KEEP ALL CHILDREN SAFE AND ENGAGED IN THE PROGRAM. 
ALL ACTIVITIES MUST BE PLANNED ACCORDING TO VIRGINIA LICENSING GUIDELINES AND WILL 
OFFER ALL THE ELEMENTS LISTED BELOW DURING THE DAILY SCHEDULE AS PLANNED BY THE SITE 
SUPERVISOR.  

ACTIVE PLAY TIME 

AGE APPROPRIATE ACTIVE GAMES AND SPORTS HELP BUILD CONFIDENCE OF EACH 
CHILD. AT LEAST 25% OF THE PROGRAM DAY MUST OFFER ACTIVE TIME TO EVERY 
CHILD. ALL CHILDREN IN THE PROGRAM SHOULD WEAR CLOSED-TOE SHOES FOR 
THE SAFETY OF EACH PARTICIPANT.  

HOMEWORK/QUIET TIME (MONDAY-THURSDAY) 

AT LEAST 30 MINUTES OF QUIET TIME IS OFFERED TO FOCUS ON HOMEWORK, OR 
AN ACTIVITY TO STIMULATE CREATIVITY AND CHALLENGE EACH CHILD’S SKILLS. IF A 
CHILD HAS NO HOMEWORK, A THEME-BASED QUIET OPTION SUCH AS LIBRARY 
TIME, ART, OR RESEARCH WILL BE PROVIDED. 

SNACK TIME 

CASA PROVIDES A DAILY USDA APPROVED SNACK. ALL STUDENTS, WHETHER THEY 
ARE HAVING SNACK OR NOT, MUST WASH THEIR HANDS BEFORE AND AFTER 
SNACK. SNACK TIMES ARE TYPICALLY 20-30 MINUTES LONG AND STUDENTS MAY 
BRING THEIR OWN SNACK, BUT NOT SHARE IT.  

CREATIVE TIME 

CREATIVE TIME OFFERS AGE APPROPRIATE ACTIVITIES SUCH AS ARTS AND CRAFTS, 
DRAMA, DANCE, AND TIME TO THINK OUTSIDE THE BOX TO MEET EACH CHILD’S 
INTERESTS. ACTIVITIES ARE OFTEN THEME BASED AND OFFERED THROUGHOUT THE 
PROGRAM YEAR. 
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VIII. CALENDAR 

IMPORTANT DATES 2015- 2016 

THE CHILDREN’S PROGRAMS DIVISION OFFERS SCHOOL’S OUT CAMPS THAT FOLLOW THE LOUDOUN COUNTY 
PUBLIC SCHOOL CALENDAR. THE CAMPS ARE LOCATED IN EASTERN (STERLING & ASHBURN), WESTERN (HAMILTON 
& LOVETTSVILLE), CENTRAL (LEESBURG), AND DULLES SOUTH (SOUTH RIDING) AREAS. THE CAMPS RUN WHEN 
SCHOOLS ARE CLOSED, FOR TEACHER WORKDAYS OR BREAKS AND RUN FROM 7:30AM-6:00PM. THEY ARE 
THEMED CAMPS WITH CREATIVE ACTIVITIES. FOR MORE INFORMATION ABOUT THESE PROGRAMS YOU CAN         
EMAIL THE CAMP PROGRAM AT CAMP@LOUDOUN.GOV, CALL THE CAMP COORDINATOR AT 703-737-8031, VISIT 
THE CAMP WEBSITE AT WWW.LOUDOUN.GOV/CAMPS OR LOOK IN THE QUARTERLY PRCS ACTIVITY GUIDE.  
BELOW ARE IMPORTANT DATES ON THE CASA CALENDAR. PLEASE KEEP IN MIND THAT THESE DATES ARE SUBJECT 
TO CHANGE.  

AUGUST: 

31ST: FIRST DAY OF SCHOOL 

SEPTEMBER: 

7THLABOR DAY: NO CASA 

OCTOBER: 

12TH: COLUMBUS DAY: NO CASA- FULL DAY CAMPS AVAILABLE AT  

DOUGLASS COMMUNITY CENTER 

NOVEMBER: (CC) COMMUNITY CENTER (ES) ELEMENTARY SCHOOL 

2ND AND 3RD: STUDENT HOLIDAY: NO CASA- FULL DAY CAMPS AVAILABLE  

BLUEMONT CC, LIBERTY ES, DOUGLASS CC, ALGONKIAN ES 

25TH-27TH: THANKSGIVING BREAK: NO CASA- FULL DAY CAMPS AVAILABLE ON 
THE 25TH, AT LIBERTY ES, DOUGLASS CC 

DECEMBER: (CC) COMMUNITY CENTER  

21ST-JANUARY 1ST: WINTER BREAK: NO CASA- FULL DAY CAMPS AVAILABLE 
EXCEPT ON 12/24, 12/25 AND 1/1/2016.  

12/21-23 - DOUGLASS CC  

12/28-31 – DOUGLASS CC     

mailto:CAMP@LOUDOUN.GOV
http://www.loudoun.gov/CAMPS
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JANUARY: 

1ST: NO CASA 

 18TH: MARTIN LUTHER KING, JR DAY: NO CASA 

29TH: MOVEABLE HOLIDAY: NO CASA- FULL DAY CAMPS AVAILABLE 

FEBRUARY: 

15TH: PRESIDENT’S DAY- NO CASA 

MARCH: 

21ST- 25TH: SPRING BREAK: NO CASA- FULL DAY CAMP AVAILABLE 

APRIL: 

15TH: STUDENT HOLIDAY- FULL DAY CAMP AVAILABLE 

MAY: 

30TH: MEMORIAL DAY: NO CASA 

JUNE: 

14TH: LAST DAY OF SCHOOL. 

IX. SCHOOL CLOSINGS AND WEATHER INFORMATION 

INCLEMENT WEATHER DAYS 

PARENTS AND SCHOOL OFFICIALS ARE RESPONSIBLE FOR IMPLEMENTING ANY 
EMERGENCY PICK- UP ARRANGEMENTS DURING SCHOOL HOURS. IF WEATHER 
CONDITIONS WORSEN DURING CASA HOURS, SITE STAFF MAY CONTACT 
PARENTS TO PICK UP PARTICIPANTS EARLIER THAN NORMAL. PLEASE NOTE: 
THIS WILL OCCUR ONLY AT THE DIRECTION OF THE DIRECTOR OF PRCS. CASA 
STAFF WILL REMAIN ON SITE UNTIL ALL PARTICIPANTS HAVE BEEN PICKED UP.  

CASA IS CLOSED IF THERE IS AN EARLY DISMISSAL OR WHEN SCHOOL IS 
CLOSED. (WEATHER RELATED OR OTHER REASONS) 

CASA IS NOT CONSIDERED A LCPS AFTERSCHOOL ACTIVITY. IF LCPS CLOSES 
EARLY DUE TO INCLEMENT WEATHER, CASA WILL NOT BE IN SESSION. IF LCPS 
REMAINS OPEN UNTIL NORMAL DISMISSAL HOURS, CASA WILL BE IN SESSION. 
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OZONE ACTION DAYS 

CODE RED DAYS WILL BE MONITORED BY THE STAFF. ON THESE DAYS, CASA 
WILL LIMIT THEIR TIME OUTDOORS. IF OUTSIDE DURING VERY HOT AND HUMID 
DAYS, STAFF WILL ENCOURAGE CHILDREN TO DRINK PLENTY OF WATER AND 
WILL FACILITATE ONLY PASSIVE, LOW-AEROBIC TYPE ACTIVITIES.  

CITIZEN ALERT SYSTEM 

THE LOUDOUN COUNTY CITIZEN ALERT SYSTEM IS A FREE SERVICE THAT IS 
AVAILABLE ON A SUBSCRIPTION BASIS. THIS SYSTEM IS DESIGNED TO PROVIDE 
IMMEDIATE AND ACCURATE INFORMATION TO SUBSCRIBERS IN THE EVENT OF 
EXTRAORDINARY CIRCUMSTANCES. 

TO LEARN MORE ABOUT THE SYSTEM OR TO SUBSCRIBE, GO TO THE LOUDOUN 
COUNTY WEBSITE (WWW.LOUDOUN.GOV). CLICK “SIGN UP FOR ALERT 
LOUDOUN.” TO SUBSCRIBE, SIMPLY FOLLOW THE ONLINE INSTRUCTIONS.  

X.  GENERAL INFORMATION AND POLICIES 

FREQUENT AND OPEN COMMUNICATION BETWEEN STAFF AND PARENTS IS KEY TO 
A SUCCESSFUL PROGRAM.  PLEASE KEEP STAFF INFORMED OF ANY CHANGES TO 
PERSONAL INFORMATION OR SCHEDULE CHANGES. PLEASE PROVIDE US WITH 
REGULAR FEEDBACK ON ANY ISSUES, COMPLAINTS, OR CONCERNS. WE WILL DO 
THE SAME BY PROVIDING AN OPPORTUNITY FOR YOU TO SPEAK WITH STAFF ONE-
ON-ONE REGARDING YOUR CHILD’S DEVELOPMENT, BEHAVIOR, ADJUSTMENT, AND 
NEEDS. 

THE SITE TELEPHONE IS FOR EMERGENCIES ONLY DURING PROGRAM HOURS. 
CHILDREN ARE ALLOWED ACCESS TO THE CASA SITE PHONE WITH PERMISSION 
FROM STAFF. CELL PHONE USE IS PROHIBITED DURING CASA IN ACCORDANCE WITH 
THE LOUDOUN COUNTY PUBLIC SCHOOL POLICY.  

EACH PARTICIPANT WILL STORE PERSONAL BELONGINGS IN AN INDIVIDUAL 
STORAGE BIN. STAFF IS NOT RESPONSIBLE FOR LOST OR STOLEN ITEMS.  

PARENTS ARE WELCOME TO OBSERVE AND PARTICIPATE AT ANY TIME THAT THEIR 
CHILD IS ENROLLED IN THE PROGRAM AND IS ATTENDING THAT DAY. THIS IS IN 
ACCORDANCE WITH 63.2-1813 OF THE CODE OF VIRGINIA.  

WE WELCOME ANY TALENT YOU WOULD LIKE TO SHARE. PLEASE NOTIFY SITE 
SUPERVISOR ABOUT YOUR INTEREST. 

SCHEDULE CHANGE: IF YOUR CHILD WILL BE ABSENT FROM THE PROGRAM, PLEASE 
CALL THE SITE PHONE NUMBER AND LEAVE A MESSAGE TO NOTIFY STAFF OF THE 

http://www.loudoun.gov/
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ABSENCE PRIOR TO THE BEGINNING OF THE PROGRAM, OR PROVIDE WRITTEN 
NOTIFICATION TO THE SITE SUPERVISOR. YOU WILL RECEIVE A PHONE CALL EVERY 
TIME YOUR CHILD IS ABSENT WITHOUT NOTIFICATION. 

SIGN IN/OUT POLICY 

IT IS A LICENSING AND PRCS REQUIREMENT THAT AN AUTHORIZED ADULT SIGNS 
EACH CHILD OUT DAILY.  

A) FOR THE SAFETY OF YOUR CHILD 

B) TO ENSURE COMMUNICATION BETWEEEN CASA PARENTS AND STAFF  

C) TO RECORD ACCURATE ATTENDANCE DATA 

LOUDOUN COUNTY PRCS WILL NOT BE LIABLE FOR ANY CHILD NOT SIGNED OUT BY 
AN AUTHORIZED ADULT. IF THE PROBLEM PERSISTS, SERVICES MAY BE 
TERMINATED. 

LIMITATIONS ON ATTENDANCE ARE AS FOLLOWS: 

A) FAILURE TO PAY FEES AS REQUIRED; (THIS WILL RESULT IN YOUR CHILD 
BEING DROPPED FROM ENROLLMENT AND THEREFORE THEY MAY NO LONGER 
ATTEND CASA) 

B) FAILURE TO COMPLETE ALL REQUIRED REGISTRATION PROCEDURES; 

C) FAILURE TO COMPLY WITH PROGRAM POLICIES, PROCEDURES, AND 
CODE OF CONDUCT; 

D) CHILD’S TEMPERATURE IS 100 DEGREES OR OVER; 

E) COMMUNICABLE DISEASE: YOU MUST NOTIFY THE PROGRAM WITHIN 
24 HOURS IF ANYONE IN THE HOUSEHOLD HAS A COMMUNICABLE DISEASE. 
PRIOR TO YOUR CHILD RETURNING TO THE PROGRAM, PARENTS MUST 
PROVIDE A PHYSICIAN’S CERTIFICATION THAT THE CONDITION IS NO LONGER 
CONTAGIOUS. 

F) EARLY DISMISSAL FROM SCHOOL RESULTING FROM ILLNESS 
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CHILD ABUSE/NEGLECT 

IN ACCORDANCE WITH THE CODE OF VIRGINIA, LOUDOUN COUNTY PRCS STAFF IS 
RESPONSIBLE FOR REPORTING ALL SUSPECTED ABUSE OR NEGLECT TO THE 
DEPARTMENT OF FAMILY SERVICES CHILD PROTECTIVE SERVICES.  

ALL SUSPECTED CHILD ABUSE WILL BE REPORTED TO THE LOUDOUN COUNTY 
DEPARTMENT OF FAMILY SERVICES FOR INVESTIGATION. ANY SUSPICION OF ABUSE 
OR NEGLECT WILL BE REPORTED TO THE SITE SUPERVISOR IMMEDIATELY. ON-SITE 
STAFF WILL CONTACT THEIR APPROPRIATE SUPERVISOR IN THE DEPARTMENT OF 
PARKS, RECREATION AND COMMUNITY SERVICES AND DEPARTMENT POLICY WILL 
BE FOLLOWED. 

EMERGENCY PREPAREDNESS AND SHELTER IN PLACE 

STATE CHILD CARE LICENSING REQUIRES THAT WE PERFORM MONTHLY FIRE DRILLS 
AND SHELTER IN PLACE DRILLS.  

EVERY CASA PROGRAM HAS AN EMERGENCY PREPAREDNESS PLAN AND A    
SHELTER-IN-PLACE PLAN THAT WILL BE IMPLEMENTED IN CASE OF WEATHER 
EMERGENCIES, CHEMICAL OR OTHER EXTREME EMERGENCIES. PLANS ARE 
AVAILABLE AT EACH LOCATION AND CAN BE VIEWED. 

EMERGENCY PICK-UPS 

EMERGENCY PICK-UP: THREE EMERGENCY CONTACTS OTHER THAN PARENTS OR 
GUARDIANS MUST BE LISTED ON EACH CHILD’S APPLICATION BEFORE A CHILD WILL 
BE ADMITTED TO THE PROGRAM.  

TWO EMERGENCY CONTACTS MUST BE AT A LOCATION DURING CASA HOURS THAT 
IS WITHIN A 30 MILE RADIUS OF THE CASA SITE.  

ONE OF THESE EMERGENCY CONTACTS WILL BE CONTACTED IF A PARENT OR 
GUARDIAN CANNOT BE REACHED TO PICK UP CHILDREN IN THE EVENT OF AN 
EMERGENCY.  

IF A CHILD IS NOT PICKED UP WITHIN 15 MINUTES OF THE CLOSE OF THE PROGRAM 
AND A PARENT OR GUARDIAN CANNOT BE REACHED, EMERGENCY CONTACTS WILL 
BE CONTACTED TO PICK UP A CHILD/CHILDREN. 

PARTICIPANTS ARE ALLOWED TO LEAVE WITH SOMEONE OTHER THAN THEIR LEGAL 
GUARDIAN (MUST BE AGE 16 OR OLDER) IF WRITTEN OR VERBAL NOTIFICATION 
FORM THE LEGAL GUARDIAN IS PROVIDED. A CHILD WILL BE RELEASED ONLY TO 
THE PARENTS OR OTHERS WHO ARE LISTED IN THE EMERGENCY SECTION OF THE 
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REGISTRATION FORM. ANYONE PICKING UP A CHILD MUST BE PREPARED TO SHOW 
PHOTO IDENTIFICATION.  

SNACK INFORMATION 

SNACK POLICY: SNACKS ARE PROVIDED AT OUR SITES AND MEET THE NUTRITIONAL 
NEEDS OF THE CHILDREN AS ESTABLISHED BY THE U.S. DEPARTMENT OF 
AGRICULTURE. ALL SNACK MENUS ARE POSTED FOR PARENTAL INFORMATION AT 
EACH SITE. SINCE WE DO NOT SUPPLY FOOD FOR SPECIAL DIETS, RELIGIOUS, OR 
MEDICAL REASONS, PARENTS ARE REQUIRED TO PROVIDE SUCH FOOD FOR THEIR 
CHILD. PARENTS MUST PROVIDE DOCUMENTATION IDENTIFYING THE REASON FOR 
THE SPECIAL DIET AND THE DIET MUST COMPLY WITH THE USDA NUTRITIONAL 
GUIDELINES. THE CHILDREN MAY NOT SHARE THEIR SNACK WITH OTHER CHILDREN. 

XI. LICENSING INFORMATION 

VIRGINIA DEPARTMENT OF SOCIAL SERVICES: DIVISION OF LICENSING PROGRAMS:      
11320 RANDOM HILLS ROAD, SUITE 200 FAIRFAX, VIRGINIA 22030                                      

703-934-1505 

THE COMMONWEALTH OF VIRGINIA SETS STANDARDS FOR LICENSED CHILD DAY 
CARE PROGRAMS. ALL AFTER SCHOOL CASA PROGRAMS, WHICH ARE LICENSED, 
MEET OR EXCEED THESE STANDARDS. LICENSING INFORMATION RELATING TO A 
SPECIFIC SITE MAY BE OBTAINED AT WWW.DSS.STATE.VA.US 

LICENSING RATIOS: MAXIMUM STAFF TO CHILD RATIOS ARE 1 TO 18 FOR STUDENTS 
IN REGULAR EDUCATION.  

LICENSING INFORMATION FOR PARENTS ABOUT CHILD DAY CARE PROGRAMS 

THE COMMONWEALTH OF VIRGINIA HELPS ASSURE PARENTS THAT CHILD DAY CARE 
PROGRAMS THAT ASSUME RESPONSIBILITY FOR THE SUPERVISION, PROTECTION, 
AND WELL-BEING OF A CHILD FOR ANY PART OF A 24-HOUR DAY ARE SAFE. TITLE 
63.1, CHAPTER 10 OF THE CODE OF VIRGINIA GIVES THE DEPARTMENT OF SOCIAL 
SERVICES AUTHORITY TO LICENSE THESE PROGRAMS.  

STANDARDS FOR LICENSING CHILD DAY CARE CENTERS ADDRESS CERTAIN HEALTH 
PRECAUTIONS, ADEQUATE PLAY SPACE, A RATIO OF CHILDREN PER STAFF MEMBER, 
EQUIPMENT, PROGRAM AND RECORD KEEPING. CRIMINAL RECORD CHECKS AND 
SPECIFIC QUALIFICATIONS FOR STAFF AND MOST VOLUNTEERS WORKING DIRECTLY 
WITH CHILDREN ARE ALSO REQUIRED. STANDARDS REQUIRE THE FACILITY TO MEET 
APPLICABLE FIRE, HEALTH, AND BUILDING CODES.  

COMPLIANCE WITH STANDARDS IS DETERMINED BY ANNOUNCED AND 
UNANNOUNCED VISITS TO THE PROGRAM BY LICENSING STAFF WITHIN THE 

http://www.dss.state.va.us/


 

 16 

DEPARTMENT OF SOCIAL SERVICES. IN ADDITON, PARENTS OR OTHER INDIVIDUALS 
MAY REGISTER A COMPLAINT ABOUT A PROGRAM WHICH WILL BE INVESTIGATED IF 
IT VIOLATES A STANDARD. A REGULAR LICENSE IS ISSUED WHEN THE PROGRAM 
MEETS THE STANDARDS FOR LICENSURE.  

IF YOU WOULD LIKE ADDITIONAL INFORMATION ABOUT THE LICENSING OF CHILD 
DAY CARE PROGRAMS OR WOULD LIKE TO REGISTER A COMPLAINT, PLEASE 
CONTACT THE REGIONAL OFFICE OF SOCIAL SERVICES CLOSEST TO YOU.  

XII. BEHAVIOR MANAGEMENT 

CASA FOCUSES ON HONESTY, RESPECT, FAIRNESS, TRUST, CARING, AND 
RESPONSIBILITY. PROGRAM RULES ARE DESIGNED FOR THE SAFETY, HEALTH, AND 
HAPPINESS OF THE CHILDREN, STAFF AND VOLUNTEERS. WE WANT EACH CHILD TO 
ENJOY THE ACTIVITIES AND TO BENEFIT FROM HIS/HER EXPERIENCE IN THE 
PROGRAM.  

GENERAL DISCIPLINE TECHNIQUES WILL INCLUDE POSITIVE REINFORCEMENT FOR 
APPROPRIATE BEHAVIORS AND CAREFUL EXPLANATION OF BEHAVIORS THAT ARE 
UNACCEPTABLE. DISCIPLINE WILL BE PROGRESSIVE IN NATURE. IT WILL BE 
CONSTRUCTIVE AND AGE APPROPRIATE FOR REDIRECTION AND CONFLICT 
RESOLUTION.  

BEHAVIORS THAT MAY LEAD TO AN INCIDENT REPORT, POSSIBLE SUSPENSION, OR 
TERMINATION FROM THE PROGRAM: 

• REFUSING TO FOLLOW BASIC SAFETY AND PROGRAM RULES. 

• STEALING OR DEFACING CASA, SCHOOL PROPERTY, OR THE PROPERTY OF 
OTHERS. 

• BULLYING AND/OR ENGAGING IN FIGHTS. LOUDOUN COUNTY PRCS WILL 
CALL PARENTS TO PICK UP ANY PARTICIPANT WHO IS UNABLE TO FUNCTION 
COOPERATIVELY WITH OTHERS OR IS A THREAT TO THE SAFETY OF 
HIM/HERSELF OR OTHERS. 

• REPEATED DISRESPECT TOWARDS STAFF OR RUDE AND INAPPROPRIATE 
BEHAVIOR TOWARDS OTHERS, (BY CHILDREN OR PARENTS).  

• IMMEDIATE REMOVAL FROM THE PROGRAM MAY OCCUR IF CASA 
ADMINISTRATION FEELS THEY CANNOT MAINTAIN THE SAFETY AND 
WELFARE OF THE CHILD OR OTHER PARTICIPANTS IN THE PROGRAM, OR 
THE CHILD ENGAGED IN BEHAVIORS ASSOCIATED WITH THE ZERO 
TOLERANCE POLICY. 
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XIII. DISCIPLINE & INCIDENT REPORTS 

TYPICAL STEPS PERTAINING TO DISCIPLINE AND INCIDENT REPORTS 

• CHILD DOES NOT ABIDE BY RULES; CASA STAFF DISCUSSES BEHAVIOR AND 
CONSEQUENCES WITH THE CHILD AND INFORMS PARENT/GUARDIAN. AN 
INCIDENT REPORT IS WRITTEN.  

• A MEETING MAY BE REQUIRED BETWEEN PARENT(S), CASA STAFF, CASA 
SPECIALIST, AND/OR CASA COORDINATOR, TOGETHER WITH THE CHILD, TO 
DEVELOP STRATEGIES TO IMPROVE BEHAVIOR. UPON PARENT RECEIVING A 
2N D INCIDENT REPORT, STAFF WILL INFORM PARENTS THAT A 3RD INCIDENT 
REPORT MAY LEAD TO SUSPENSION FROM THE PROGRAM. 

• CHILD’S THIRD OFFENSE: STAFF WRITES AN INCIDENT REPORT AND 
INFORMS PARENTS. SUPERVISOR CONSULTS WITH CASA SPECIALIST,  CASA 
COORDINATOR, AND DIVISION MANAGER FOR THE APPROPRIATE ACTION. 
PARENT IS THEN INFORMED OF DECISION. IF THE DECISION IS MADE IN 
FAVOR OF SUSPENSION, THE PARENT WILL BE GIVEN 24 HOURS NOTICE, IF 
POSSIBLE AND APPROPRIATE, SO THAT ALTERNATIVE ARRANGEMENTS CAN 
BE MADE. IF THE PROBLEM PERSISTS FOLLOWING RETURN FROM 
SUSPENSION, A CONFERENCE AMONG PARENTS, CASA STAFF, CASA 
SPECIALISTS, CASA COORDINATOR, AND DIVISION MANAGER WILL BE HELD 
TO DISCUSS DISMISSAL OF THE CHILD FROM THE PROGRAM. 

• THE CASA PROGRAM AND STAFF ARE PLEDGED TO MAKE EVERY EFFORT TO 
MAINTAIN A CHILD IN THE PROGRAM. ONLY AFTER ALL THE PROCEDURES 
HAVE FAILED ON THE PART OF THE ADMINISTRATION STAFF AND PARENTS, 
WILL DISMISSAL BE CONSIDERED. IF, IN THE OPINION OF THE CASA 
SPECIALIST, CASA COORDINATOR, DIVISION MANAGER, AND PRCS 
DIRECTOR, A CHILD’S BEHAVIOR PRESENTS A PHYSICAL DANGER TO 
HIM/HERSELF OR OTHERS, OR IF THE CHILD FAILS TO FOLLOW RULES, THEN 
AN IMMEDIATE SUSPENSION FROM THE CASA PROGRAM MAY RESULT.   

• INCIDENT REPORTS ARE ALSO WRITTEN FOR OTHER SERIOUS EVENTS ON 
SITE SUCH AS FIRE, DRUG REACTION, SECURITY, OR OTHER UNUSUAL 
SITUATIONS.  

CAUSES & PROCEDURE FOR DISMISSAL 

CAUSES: 

A) FAILURE TO PAY FEES AS REQUIRED. 

B) FAILURE TO COMPLETE ALL REQUIRED REGISTRATION PROCEDURES. 
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C) FAILURE TO COMPLY WITH PROGRAM POLICIES, PROCEDURES, AND 
CODE OF CONDUCT.  

PROCEDURES: 

A) IF CAUSE FOR DISMISSAL IS EVIDENT, THE CASA COORDINATOR WILL 
CONTACT THE PARENTS AND ALL EFFORTS WILL BE MADE TO REMEDY ANY 
PROBLEMS THAT EXIST. 

B) IN MOST SITUATIONS THE PARENT WILL BE GIVEN 24 HOURS NOTICE 
BEFORE SUSPENSION FROM THE PROGRAM IS IMPLEMENTED. 

C) AFTER A SUSPENSION, A PROBATIONARY PERIOD WILL BE SET TO 
ALLOW TIME FOR THE PROBLEM TO BE RESOLVED. 

D) IF THE PROBATIONARY PERIOD STILL EXISTS, THE STAFF AND PARENTS 
WILL AGAIN DISCUSS POSSIBLE SOLUTIONS. SUGGESTIONS MAY BE MADE TO 
SEEK REFERRAL FROM OTHER COUNTY RESOURCES OR AGENCIES. 

E) ONLY AFTER ALL RESOURCES HAVE BEEN EXPENDED WILL DISMISSAL BE 
CONSIDERED. PARENTS WILL BE NOTIFIED IN WRITING OF THE DISMISSAL, AND 
IF POSSIBLE AND PRACTICAL, WILL BE GIVEN AT LEAST 24 HOURS NOTICE. NO 
REFUND WILL BE ISSUED IF A CHILD IS DISMISSED FROM CASA.  

ZERO TOLERANCE POLICY 

PRCS DOES NOT PERMIT THE USE OF TOBACCO PRODUCTS, ALCOHOL, DRUGS, OR 
FIREWORKS DURING OUR CASA PROGRAM. 

VERBAL THREATS AS WELL AS THE USE OF WEAPONS ARE ALSO PROHIBITED. 

IN ADDITION, THEFT, VIOLENT BEHAVIOR, OR DESTRUCTION OF PROPERTY WILL 
NOT BE TOLERATED. 

ANY VIOLATION MAY RESULT IN IMMEDIATE DISMISSAL FROM CASA WITH NO 
REFUND OF CASA FEES. PARENTS WILL BE EXPECTED TO PROVIDE IMMEDIATE 
TRANSPORTATION HOME, SHOULD AN INCIDENT OCCUR ON/OFF SITE.  

XIV. HEALTH & EMERGENCY FORMS 

DAILY HEALTH CHECK 

EACH CHILD HAS A DAILY HEALTH INSPECTION UPON ARRIVAL AT THE PROGRAM. IF 
THE STAFF FEELS THE CHILD IS NOT WELL, OR HAS A FEVER, RECURRING VOMITING 
OR DIARRHEA, YOU WILL BE ASKED TO TAKE THE CHILD HOME. TO ALLOW A CHILD 
TO ATTEND, WHILE SICK OR BEFORE COMPLETE RECOVERY, NOT ONLY IS 
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INDIVIDUALLY HARMFUL, BUT EXPOSES THE ENTIRE GROUP TO THE RISK OF 
INFECTION. 

FEVER POLICY 

ACCORDING TO THE HEALTH DEPARTMENT, CHILDREN WITH FEVERS ARE NOT 
NECESSARILY CONTAGIOUS. ALSO FEVERS MAY VARY AND COME AND GO. IT IS OUR 
POLICY THAT CHILDREN DO NOT ATTEND CASA IF THEY HAVE A FEVER WITH AN 
ORAL TEMPERATURE OF 101 DEGREES FAHRENHEIT,  HE/SHE SHOULD REMAIN 
HOME FOR AT LEAST 24 HOURS AFTER THE FEVER BREAKS, UNLESS A NOTE FROM 
THE PHYSICIAN AUTHORIZING THEIR ATTENDANCE IS PROVIDED. A CHILD SHOULD 
NOT ATTEND THE PROGRAM IF THEY HAVE A RUNNY NOSE AND ARE NOT CAPABLE 
OF CARING FOR IT THEMSELVES. 

IF A CHILD ENROLLED IN THE PROGRAM HAS A COMMUNICABLE DISEASE, THE 
PARENTS ARE URGED TO NOTIFY THE CASA COORDINATOR IMMEDIATELY. THE 
PARENTS OF THE OTHER CHILDREN WILL BE NOTIFIED.  

CHILDREN WHO HAVE HAD A COMMUNICABLE DISEASE MAY NOT RETURN TO THE 
PROGRAM UNLESS THEY HAVE A DOCTOR’S NOTE STATING THEY ARE NO LONGER 
CONTAGIOUS.  

IMMUNIZATIONS 

EACH CHILD IS REQUIRED TO HAVE THE IMMUNIZATIONS AND VACCINATIONS 
APPROPRIATE FOR A CHILD THEIR AGE AND BEFORE ACCEPTANCE INTO THE 
PROGRAM. THE CHILD’S IMMUNIZATION MUST BE CERTIFIED BY A DOCTOR ON THE 
TYPE OF MEDICAL FORM PROVIDED BY THE PROGRAM. 

A CHILD MAY BE EXCUSED FROM THE IMMUNIZATION IF THE PARENTS SUBMIT TO 
THE CASA COORDINATOR A “CERTIFICATE OF RELIGIOUS EXEMPTION.” 

ILL AND INJURED CHILDREN 

IF A CHILD BECOMES ILL OR INJURED WHILE AT THE PROGRAM THE PARENT WILL 
BE IMMEDIATELY CONTACTED TO MAKE ARRANGEMENTS TO HAVE THE CHILD 
PICKED UP AS SOON AS POSSIBLE. IF THE PARENT IS NOT AVAILABLE, AN 
EMERGENCY CONTACT PERSON WILL BE CALLED. 

IN AN EMERGENCY, CHILDREN WILL BE TAKEN TO AND CARED FOR IN THE SITE OR 
CENTER OFFICE UNTIL THEY ARE PICKED UP. IF APPROPRIATE, THE CHILD WILL BE 
TAKEN BY THE LOCAL RESCUE SQUAD TO THE CLOSEST EMERGENCY FACILITY.  

XV. MEDICATION POLICY 
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MEDICATIONS 

IF A CHILD MUST TAKE MEDICATION DURING THE CASA PROGRAM HOURS, A 
MEDICATION AUTHORIZATION FORM MUST BE COMPLETED AND GIVEN TO THE 
SITE SUPERVISOR ALONG WITH THE MEDICATION. ONLY MEDICATION IN ITS 
ORIGINAL BOTTLE, WITH A PRESCRIPTION LABEL, MAY BE GIVEN. PLEASE TELL THE 
STAFF IF THERE ARE ANY SIDE EFFECTS TO WATCH FOR.  

THE MEDICINE WILL BE KEPT IN A LOCKED MEDICATION BOX LOCATED IN THE 
OFFICE SPACE OF THE CASA SITE.  

THE MEDICATION AUTHORIZATION FORM AUTHORIZING ADMINISTRATION MUST 
INCLUDE: CHILD’S NAME, PRESCRIPTION NUMBER, EXACT DOSAGE, AND THE NAME 
OF THE MEDICINE, TIME TO ADMINISTER, AND ANY SPECIAL INSTRUCTIONS. 
PARENTS/GUARDIANS SHOULD TAKE THE MEDICATION HOME AT THE END OF EACH 
DAY. EXCEPTIONS MAY BE MADE FOR LONG TERM MEDICATIONS. 
DOCUMENTATION OF ADMINISTERING MEDICATION WILL BE ON THE MEDICATION 
LOG. 

STAFF WILL INFORM PARENTS IMMEDIATELY OF ANY ADVERSE REACTION TO 
MEDICATION OR OF ANY MEDICATION CONCERNS.  

EXPIRED MEDICATION NEEDS TO BE PICKED UP WITHIN 14 DAYS OF THE 
AUTHORIZATION EXPIRATION AND/OR MEDICATION EXPIRATION, OR IT WILL BE 
DISPOSED OF BY THE SITE STAFF.  

SUNSCREEN AND INSECT REPELLENT POLICY 

PARKS, RECREATION AND COMMUNITY SERVICES PROGRAMS THAT INCLUDE CHILD 
PARTICIPANTS OR THOSE WITH SPECIAL NEEDS THAT REQUIRE ASSISTANCE* ARE 
REQUIRED TO ADHERE TO THE SUNSCREEN USE AND APPLICATION POLICY TO 
INCLUDE COMMUNICATING THE REQUIREMENTS TO THE PARENT/GUARDIAN.  

AUTHORITY  

ISSUED BY THE DIRECTOR OF PARKS, RECREATION AND COMMUNITY SERVICES.  

PROCEDURES  

PARENTS ARE RESPONSIBLE FOR PROVIDING SUNSCREEN FOR EACH CHILD 
PARTICIPATING IN AN OUTDOOR PROGRAM OR A PROGRAM THAT INCLUDES 
SPENDING TIME OUTDOORS. SUNSCREEN SHOULD BE LABELED WITH THE CHILD’S 
NAME AND A DATE.*  
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STAFF SHALL INCLUDE A QUESTION ON THE REGISTRATION FORM REGARDING 
SUNSCREEN AND PARENTS MUST NOTIFY STAFF IF THE CHILD IS SENSITIVE TO SUN 
EXPOSURE.  

IF SUNSCREEN IS NOT PROVIDED, STAFF WILL CONTACT THE PARENT/GUARDIAN OR 
THE EMERGENCY CONTACT FOR INSTRUCTIONS REGARDING THE SITUATION.  

SUNSCREEN, WITH AT LEAST 30 SPF RATING, IS RECOMMENDED TO BE PURCHASED 
ANNUALLY TO AVOID SUNBURN.  

CHILDREN SHOULD ARRIVE AT THE PROGRAM SITE EACH DAY WITH SUNSCREEN 
ALREADY APPLIED, EVEN ON CLOUDY DAYS.  

STAFF CANNOT PROVIDE SUNSCREEN TO ANY CHILD DUE TO POTENTIAL ALLERGIES.  

STAFF WILL SUPERVISE THE SELF-APPLICATION OF SUNSCREEN AS A GROUP 
ACTIVITY PRIOR TO THE FIRST OUTDOOR ACTIVITY OF THE DAY AND AT EACH 
SCHEDULED BREAK THROUGHOUT THE DAY.  

IF A PARENT HAS INDICATED ON THE REGISTRATION FORM THAT A CHILD “NEEDS 
ASSISTANCE” APPLYING SUNSCREEN THE PARENTS NEED TO SUPPLY SPRAY 
SUNSCREEN IF THEY WISH THE STAFF TO APPLY.  UNDER THIS CONDITION, STAFF 
MAY ASSIST THE CAMPER IN APPLYING THE SPRAY SUNSCREEN PROVIDED BY THE 
PARENT/GUARDIAN. 

FOR THOSE PARTICIPANTS WITH DISABILITIES, AN ACCOMMODATION MAY BE 
MADE FOR STAFF TO PHYSICALLY APPLY SUNSCREEN LOTION WITH WRITTEN 
PERMISSION FROM THE PARENT/GUARDIAN. IN THESE CASES, 2 STAFF MEMBERS 
MUST BE PRESENT. 

IF A PARENT HAS INDICATED ON THE REGISTRATION FORM THAT A CHILD “DOES 
NOT NEED ASSISTANCE” APPLYING SUNSCREEN AND THE STAFF RECOGNIZES THE 
CHILD HAS DIFFICULTY APPLYING SUNSCREEN PROPERLY, STAFF WILL SUPERVISE 
ANOTHER CHILD ASSISTING THE APPLICATION.  

    

SEVERE ALLERGIES 

THE PARENT WILL SUPPLY A COMPLETE LIST OF SPECIFIC FOOD OR ALLERGENS 
THAT NEED TO BE AVOIDED. COPIES WILL BE PROVIDED TO THE PROGRAM STAFF 
SO THEY ARE AWARE OF THE TYPE AND SEVERITY OF THE ALLERGY. ALLERGY LISTS 
ARE FOR STAFF USE ONLY AND MUST BE POSTED AT EACH SITE, OUT OF THE SIGHT 
OF THE PUBLIC AND OTHER CHILDREN.  
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XVI. CONTACT INFORMATION & PROGRAM LOCATIONS 

LOUDOUN COUNTY PARKS, RECREATION AND COMMUNITY SERVICES 

20145 ASHBROOK PLACE, SUITE 170, ASHBURN, VIRGINIA 20147                                                                      
MONDAY – FRIDAY 8:30AM-5:00PM                                                                                       

MAIN # 703-737-8042         FAX # 703-771-5383                                                         
PRCS DIRECTOR: STEVE TORPY: 703-777-0345                                                                                 

PRCS DEPUTY DIRECTOR: KAREN SHEETS: 703-777-5605 

 

CHILDREN’S PROGRAMS DIVISION 

DIVISION MANAGER: DAN BUREAU                                                       703-777-0398                               
ADAPTIVE RECREATION COORDINATOR: MARIA AUGER                        703-771-5013                          
CAMP COORDINATOR: CAROLINE BENNETT-DAVIS                                703-737-8031                               
CHILDREN’S PROGRAM COORDINATOR: CATHERINE BAISEY               703-777-0357 
COVERING CASA SITES: IN THE WEST, LEESBURG AND SOUTH RIDING          
CHILDREN’S PROGRAM COORDINATOR: ALITA HOWARD             703-771-5139 
COVERING CASA SITES: IN STERLING, ASHBURN, AND BRAMBLETON                            
ADMINISTRATIVE ASSISTANT: SARA GENCO       703-771-5952         
SUBSTITUTE SPECIALIST: LINDA LIFSEY                                                 703-777-0432 

 

CASA SPECIALISTS 

LEAH PAGALA: LEESBURG CLUSTER:                                                     703-771-5616                        
ZACHARY WALTERS: STERLING CLUSTER:                                              703-737-8817                         
WENDI BLODGETT: BRAMBLETON CLUSTER                                          703-737-8540                         
MONIQUE WILSON: ASHBURN CLUSTER                                               703-737-8710                                         
AMANDA JAMES: SOUTH RIDING CLUSTER                                           703-737-8823                                                 
MARK DAVIS: WEST CLUSTER                                                               703-771-5927 
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CASA LOCATIONS 

Algonkian Elementary                         
20196 Carter Court                                            

Sterling, Virginia 20165                                                
703-430-0831 

                          

 

Evergreen Mills Elementary                 
491 Evergreen mill Rd. SE                            
Leesburg, Virginia 20175                                         

703-779-0251 

Moorefield Station Elementary                              
22325 Mooreview Parkway                            

Ashburn, Virginia 20148                                 
703-858-9580 

Arcola Elementary                                              
41740 Tall Cedars Parkway                         

Aldie, Virginia 20105                            
703-327-0488 

Frederick Douglass Elementary                  
510 Principal Drummond Way                  

Leesburg, Virginia 20175                             
571-258-1663 

 

Mountain View Elementary                          
36803 Allder School Road                                    
Purcellville, Virginia 20132                                        

540-338-2005 

Ashburn Elementary                                   
44062 Fincastle Drive                                       

Ashburn, Virginia 20105                                        
703-729-6316 

Francis Hazel Reid Elementary                  
800 North King Street                              

Leesburg, Virginia 20176                                                 
571-258-0912 

Newton Lee Elementary                                             
43335 Gloucester Parkway                        

Ashburn, Virginia 20105                  
703-724-3887 

Balls Bluff Elementary                                      
821 Battlefield Parkway, NE                             

Leesburg, Virginia 20176                                                                      
703-779-9742 

Hillside Elementary                       
43000 Ellzey Drive                                               

Ashburn, Virginia 20148                                  
703-724-0356 

Pinebrook Elementary                                                        
25480 Mindful Court                                     
Aldie, Virginia 20105                         

703-327-0023 

Belmont Station Elementary                          
20235 Nightwatch Street                                       
Ashburn, Virginia 20147                                                              

703-726-0133 

Horizon Elementary                                          
46665 Broadmore Drive                                                            
Sterling, Virginia 20165                    

703-421-9443 

Potowmack Elementary                                       
46465 Esterbrook Circle                                            
Sterling, Virginia 20165                   

703-421-8126 

Buffalo Trail Elementary                                   
42190 Seven Hills Drive                           

Aldie, Virginia 20147                                                     
703-327-3870 

Hutchison Farm Elementary                               
42819 Center Street                                         

South Riding, Virginia 20152                          
703-327-0673 

Rosa Lee Carter Elementary                                            
43330 Loudoun Reserve Drive                

Round Hill, Virginia 20141              
703-661-0925             

Cardinal Ridge Elementary                                   
26155 Bullrun Postoffice Road                           

Centreville, Virginia 20120                                                            
703-957-4121 

Leesburg Elementary                                                          
323 Plaza Street NE                             

Leesburg, Virginia 20176                                           
703-779-7549 

Round Hill Elementary                        
17115 Evening Star Drive                          
Round Hill, Virginia 20141                           

540-338-6357 

Catoctin Elementary                               
311 Catoctin Circle SW                                          

Leesburg, Virginia 20175                      
703-779-9341 

Legacy Elementary                                        
22995 Minerva Drive                                           

Ashburn, Virginia 20148                             
703-327-3859                                              

Sanders Corner Elementary                         
43100 Ashbrun Farm Parkway                         

Ashburn, Virginia 2017                                         
703-724-1142 
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Cedar Lane Elementary                                    
43700 Tolamac Drive                          

Ashburn, Virginia 20147                                       
703-724-3573 

Liberty Elementary                                
25491 Riding Center Drive                        

South Riding, Virginia 20152                     
703-327-7476 

Selden’s Landing Elementary                      
43345 Coton Commons Drive                        

Leesburg, Virginia 20176                        
703-723-5430 

                                                                                         

Cool Springs Elementary                        
501 Tavistock Drive                           

Leesburg, Virginia 20175                                   
703-779-0208 

 

Little River Elementary                                  
43464 Hyland Hills Street                          

South Riding, Virginia 20152                                          
703-327-0839 

 

Steuart Weller Elementary                                  
20700 Marblehead Drive                                         
Ashburn, Virginia 20147                  

703-724-9766 

Countryside Elementary                           
20624 Countryside Boulevard             

Sterling, Virginia 20165                                         
703-433-5727 

Loudoun Valley Community Center        
320 West School Street                               
Purcellville, VA 20132                     

540-338-4122 

Sully Elementary                                    
300 Circle Drive                          

Sterling, Virginia 20164                   
703-435-3541 

Creighton’s Corner Elementary                                    
23171 Minerva Drive                           

Ashburn, Virginia 20148                                      
703-327-7370 

Lovettsville Community Center                       
57 E. Broad Way Street                            

Lovettsville, Virginia 20180                                          
540-822-5284 

Sycolin Creek Elementary                             
21100 Evergreen Mill Road                           

Leesburg, Virginia 20175                
703-669-1027 

Kenneth Culbert Elementary                              
38180 W. Colonial Highway                                                 

Hamilton, VA 20148                                        
540-338-3509 

Lowes Island Elementary                         
20755 Whitewater Drive                      
Sterling, Virginia 20165                           

703-444-1646 

Tolbert Elementary                                 
691 Potomac Station Drive, NE                           

Leesburg, Virginia 20176                                             
703-779-7510 

Discovery Elementary                                
44020 Grace Bridge Drive                                   
Ashburn, Virginia 20147                              

571-209-8108 

Meadowland Elementary                                
729 S. Sugarland Run Drive                                

Sterling, Virginia 20164                   
703-444-6882 

Waterford Elementary                            
15513 Loyalty Road                                 

Waterford, Virginia 20197                  
571-238-2981 

 

Dominion Trail                                            
44045 Bruceton Mills Circle, Ashburn, 

Virginia 20147                                                 
703-729-1098 

  

 

Mill Run                                                          
42940 Ridgeway Dr., Broadlands, 

Virginia 20148                                                  
703-723-8025 
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SHELTER IN PLACE POLICY           

THE EVENTS IN RECENT YEARS HAVE MADE US ALL KEENLY AWARE OF THE NEED TO REVIEW AND 
REFINE THE DEPARTMENT OF PARKS, RECREATION AND COMMUNITY SERVICES EMERGENCY PLAN. 
WITH THAT IN MIND, PREPARING FOR EMERGENCIES REQUIRES CONSIDERING ALL LIKELY 
SCENARIOS. WE BELIEVE THAT ALL COUNTY FACILITIES ARE VERY SAFE DURING EMERGENCY 
SITUATIONS. THE DEPARTMENT HAS UPDATED OUR EMERGENCY RESPONSE PLAN TO INCLUDE THE 
“SHELTER IN PLACE” CONCEPT. THIS CONCEPT HAS BEEN ADDED TO THE LOUDOUN COUNTY 
PUBLIC SCHOOLS EMERGENCY RESPONSE PLAN AND IS ANOTHER SAFEGUARD TO PROTECT OUR 
PARTICIPANTS AND STAFF.  

AS YOU MAY KNOW, “SHELTER IN PLACE” IS DESIGNED TO CREATE A NEUTRAL ATMOSPHERE 
WITHIN A BUILDING BY SHUTTING DOWN ALL VENTILATION SYSTEMS AND CLOSING ALL DOORS 
AND WINDOWS.  THE PROCEDURE IS INTENDED TO SEAL OFF A BUILDING FOR A LIMITED TIME IF 
THERE IS A CHEMICAL THREAT. “SHELTER IN PLACE” WILL HELP KEEP CHEMICAL AGENTS FROM 
LEAKING INTO BUILDINGS AND THEREFORE PROTECT ALL THAT REMAIN INSIDE. 

IN THE EVENT THAT A “SHELTER IN PLACE” PROCEDURE MUST OCCUR, ALL PARKS, RECREATION 
AND COMMUNITY SERVICES PROGRAM PARTICIPANTS WILL BE DIRECTED BY EMERGENCY OFFICALS 
TO REMAIN INSIDE AND FOLLOW PROCEDURES. DURING THIS TIME, NO ONE WILL BE PERMITTED 
TO ENTER OR LEAVE UNTIL EMERGENCY OFFICALS HAVE GIVEN AN ALL-CLEAR STATUS. THE 
DEPARTMENT IS PREPARED TO PROVIDE WATER AND FOOD FOR OUR PARTICIPANTS FOR THE 
LIMITED TIME THAT THE PLAN IS NECESSARY.  

DUE TO THE HEIGHTENED AWARENESS OF EMERGENCY PREPARDNESS, PLEASE, IF NEEDED, 
IMMEDIATELY UPDATE YOUR EMERGENCY CONTACTS AND MEDICAL INFORMATION THAT WE HAVE 
ON FILE. DURING EMERGENCY SITUATIONS, WE WILL MAKE EVERY EFFORT TO COMMUNICATE THE 
STATUS OF ALL FACILITIES AND PROGRAMS THROUGH LOCAL TELEVISION, RADIO, AND THE 
COUNTY WEB SITE. THE NEW ALERT SYSTEM ENABLES CITIZENS TO SIGN UP TO RECEIVE INSTANT 
ALERT NOTIFICATIONS FROM COUNTY AGENCIES THROUGH MOBILE DEVICES AND E-MAILS.  

WHILE WORKING WITH OTHER COUNTY AGENCIES, THE DEPARTMENT CONTINUES TO REFINE OUR 
SAFETY PLANS. YOUR PATIENCE AND UNDERSTANDING, SHOULD AN EMERGENCY ARISE,  IS 
ESSENTIAL IN ORDER FOR THE DEPARTMENT TO SAFELY PROTECT OUR PROGRAM PARTICIPANTS 
AND CALMLY REOPEN OUR FACILITIES.   

PLEASE BE ASSURED THAT STAFF IS COMMITTED TO THE SAFETY OF ALL OUR PARTICIPANTS.                                                   

SINCERELY,                                                                                                                                                  

STEVE TORPY, DIRECTOR                                                                                                                       
LOUDOUN COUNTY PARKS, RECREATION AND COMMUNITY SERVICES 
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RECEIPT OF HANDBOOK  

PARKS, RECREATION AND COMMUNITY SERVICES 

20145 ASHBROOK PLACE, SUITE 170 

ASHBURN, VA 20147 

MAIN # 703-777-0343       TDD# 703-771-5352 

CHILDREN’S PROGRAMS:   703-737-8042  FAX:  703-771-5383 

 

A COPY OF THE 2015-2016 CASA PARENT HANDBOOK WAS RECEIVED BY: 

 

_________________________________________________ 

PRINT PARENT/GUARDIAN NAME 

 

 

  _________________________________________________.                                                                       
PRINT CHILD’S NAME 

 

 

__________________________________________ 

PARENT SIGNATURE 

 

___________________________________ 

DATE SUBMITTED TO CASA 

 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

OFFICE USE ONLY 

 

X _______________________________                                    __________________ 

SITE STAFF SIGNATURE                                           DATE 

 

· COPY THIS PAGE AND PLACE IN CHILD’S CASA SITE FILE. 

· SUBMIT ORIGINAL SIGNATURE PAGES 26 AND 27 TO YOUR CASA SPECIALIST 
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PARENT/PROGRAM REGISTRATION AGREEMENT ADDENDUM 

LOUDOUN COUNTY DEPARTMENT OF PARKS, RECREATION, AND COMMUNITY SERVICES 

CHILDREN’S PROGRAMS DIVISION 

CASA PROGRAM 

PARENT/PROGRAM REGISTRATION AGREEMENT ADDENDUM 

CASA PARENT HANDBOOK 2015/2016 

  

REGISTRATION AGREEMENT: 

  

MY SIGNATURE CONFIRMS I HAVE BEEN INFORMED OF THE CHILDREN’S PROGRAMS DIVISION- CASA 
POLICIES ON: 

1. COMMUNICABLE DISEASE AS STATED ON PAGE 18 OF THE PARENT HANDBOOK: 

  

COMMUNICABLE DISEASE: YOU MUST NOTIFY THE PROGRAM WITHIN 24 HOURS IF ANYONE IN THE        
HOUSEHOLD HAS A COMMUNICABLE DISEASE.  PRIOR TO RETURNING TO THE PROGRAM, PARENTS MUST 
PROVIDE A PHYSICIAN’S CERTIFICATION THAT THE CONDITION IS NO LONGER CONTAGIOUS. 

  

2. SHELTER IN PLACE: AS STATED IN THE PARENT HANDBOOK ON PAGE 25 AND IN THE CASA EMERGENCY 
PREPAREDNESS PLAN AS STATED AND POSTED AT EACH CASA SITE. 

  

  

SIGNATURE OF PARENT OR LEGAL GUARDIAN: __________________________________________ 

        

      DATE: ______/ _______/_______   

 

 


	II. Welcome
	dear casa families:
	welcome to the 2015-2016 county after school activities’ program (casa) of loudoun county parks, recreation and community services. casa staff continue planning and preparing exciting activities to engage the children’s knowledge and interests through...
	Our focus this year is taking a look at all the pieces of a child’s experiences, new and old, and connecting it back to them. One of our goals is to illustrate how everything has an interconnectedness, and so our monthly themes have been created to fa...
	The monthly themes include: Games and Getting to Know You, Nutrition & Wellness with Community Involvement, Science Challenges and Inventions, The Arts: Music, Drama, Theatre and Literacy, and nature and Science Explorations. An underlying goal we hav...
	We believe focusing on the link between these small individual pieces from a child’s life and providing interesting new experiences allows us to achieve our division specific goals, which are integrating the children into our community, encouraging ch...
	please take the time to familiarize yourself with the information in this parent handbook. the content has been revised to make it current and relevant as a resource for the casa program. if you have any questions about policies or information contain...
	We look forward to hearing from you throughout the year. we apprecaite your feedback and strive to incorporate changes based on your recommendations. as always, our doors and phones are always open for you to share any thoughts or concerns about your ...
	sincerely,
	catherine baisey & alita Howard
	children’s program coordinators

	III. Program mission & goals
	Our Mission
	To support the ambition of the Children’s Programs Division of Parks, Recreation, and Community Services (PRCS) through the provision of a safe, accountable after school curriculum for school-aged children.

	Program Goals
	CASA continually strives to build a meaningful curriculum by using our experience, knowledge and resources to design, implement and evaluate a program that promotes comprehensive learning and development for children. At casa, we encourage children to...
	A. Respect for self and others: we believe that every child in our program is valuable and we make every effort to create an environment that fosters self-confidence and esteem building. with this in mind, we seek to develop children’s respect for the...

	1. Promoting positive peer interaction: we emphasize the importance of good manners, positive communication, effective problem solving, and team building.
	2. Fostering cooperation with adults: staff will establish fair and consistent rules and policies for all of the children. we expect the children to follow these rules, and likewise hold ourselves to a standard of excellence and professionalism when e...
	3. empowering children to make safe and healthy decisions: we establish boundaries that teach children to be responsible for their own actions. we promote independent thought and learning. CASa staff lead children by example and act as role moDels by ...
	B. Self expression: every child is unique and special. we encourage children to develop their talents and gifts by creating varied opportunities for discovery. At casa we provide children with an opportunity to express themselves through avenues such as:
	(1) Music and drama
	(2) arts and crafts
	(3) physical activities
	(4) learning new skills
	(5) homework/reading/educational time

	C. Sense of community: every child will be provided with possibilities to develop their character and interact with their neighbors in a way that positively impacts the world around them. casa teaches the importance of community involvement, and empha...
	(1) Cultural awareness: we celebrate the differences that make us unique and special, and we foster awareness and respect for all people.
	(2) service learning projects: children will participate in projects designed to make them aware of and help meet some of the needs in their community.      Enrollment

	Please visit our main office to enroll in new programs. enrollment is limited and available on a first come, first served basis.


	IV. enrollment
	waitlist
	Each location has a maximum capacity and openings are available on a first come first served basis. WE are not able to guarantee or predict when space will become available at a particular location.  if you are put on the waitlist, an administrative a...

	Schools without the CASA program
	The casa program is offered in most of the loudoun county public schools. if a child’s school does not offer the casa program, please call our main office to see if transportation is offered to another school for casa.

	Children with special needs
	Loudoun county parks, recreation and community services works closely with families to provide a successful experience for all children. we will attempt to accommodate a participant’s special needs to ensure successful participation in the program. Pl...


	V. registration & Fees
	Registration procedures
	Registration must be done in person at the PRCS administrative office at 20145 Ashbrook Place, Suite 170, ashburn, VA 20147. All items below are required to register/comply with Virginia state licensing.
	a) A CHILDREN’S programs division registration form and addendum. forms are available at www.loudoun.gov/casa or the prcs main office.
	b) current identity verification for each child. acceptable forms include an original or certified copy of the child’s birth certificate, birth registration card, passport, or report card.
	c) a completed copy of the commonwealth of Virginia school entrance health form.

	It is the responsibility of the parents to provide casa staff with THE PROPER registration information and current phone numbers for the child’s file. Please request an information update form from your site supervisor to document any changes in infor...

	Registration fee & Monthly Fee
	Each year there is a non-refundable registration fee of $45.00 per family. This is due at the time of registration in order to hold your child’s spot.  For 2015-2016 the Monthly Fee is $325.

	Program fees
	CASA fees are Billed monthly and should be paid by the 1st of each for the preceding month. for example, october’s payment is DUE SEPTEMBER 1st, november’s payment is due october 1st and so forth.
	september: payment must be received by august 1st. if payment is not received by august 1st, your child will be dropped and may not attend casa at the beginning of the school year. If space is available and you want to re-register your child, you will...
	October- june: payments received after the 1st of the preceding month will be assessed a $25.00 late fee per child. if payment is not received by the 10th, the child is dropped and may not attend the next month. if space is available, you may re-regis...
	June’s payment: if a child was enrolled for the entire school year, There will not be a fee for june. if a child starts after winter break, a Partial payment will be due. if a child starts after april 1st, full payment for june is due.

	late pick-up fee
	a $15- per child late pick up fee will be assessed for every 15-minute time period from 6:01pm. if your child’s location closes at 6:15pm the late fee will be assessed starting at 6:16pm. for example: 6:10pm pick up will be assessed $15 per child, 6:3...

	financial assistance
	assistance for daycare expenses may be available to eligible residents through loudoun county family services. for information please call 703-777-0353.

	childcare statements
	are available on webtrac for families who need to submit for reimbursement. Our tax identification number IS 54-094-8306.

	withdrawal procedure
	parents must notify the program coordinator in writing 2 weeks in advance if you plan to withdraw your child from casa. you may e-maiL: casa@loudoun.gov. Please include your child’s name, CASA location, household number, and the last day your child wi...


	VI. Payments and billing
	Payment Options
	We accept cash, checks, and credit cards (visa, mastercard, & discover). There are three options for payment:
	1. Mail: make a check payable to: county of loudoun and mail to: Loudoun County PRCS, attention: casa, 20145 ashbrook place, suite 170, ashburn, va 20147
	2. walk-in: you may pay in person at any loudoun county community center (hours vary), and the parks, recreation, and community services office at: 20145 ashbrook place, suite 170, ashburn, va 20147.
	3. visit us at: www.loudoun.gov/webtrac, you will need your prcs household #, password, and credit card information.

	Adjustments and refunds
	Fees will not be adjusted or refunded for absences, early pick-ups, unanticipated calendar changes, closings due to weather conditions, or other emergency situations.

	Returned checks
	There will be a $35 charge for any check returned for insufficient funds.


	VII. curriculum
	The primary purpose of a day in loudoun county’s CASA program is to provide safe, accountable, fun activities to all participants. the program goal is to provide activities that help all students exceed their potential. site staff create lesson plans ...
	active play time
	age appropriate active games and sports help build confidence of each child. at least 25% of the program day must offer active time to every child. All children in the program should WEAR closed-toe shoes for the safety of each participant.

	homework/quiet time (monday-thursday)
	at least 30 minutes of quiet time is offered to focus on homework, or an activity to stimulate creativity and challenge each child’s skills. if a child has no homework, a theme-based quiet option such as library time, art, OR research will be provided.

	snack time
	casa provides a daily usda approved snack. all students, whether they are having snack or not, must wash their hands before and after snack. snack times are typically 20-30 minutes long and students may bring their own snack, but not share it.

	creative time
	creative time offers age appropriate activities such as arts and crafts, drama, dance, and time to think outside the box to meet each child’s interests. activities are often theme based and offered throughout the program year.


	VIII. Calendar
	important dates 2015- 2016
	AUGUST:
	31ST: first day of school

	SEPTEMBER:
	7thLABOR day: no casa

	October:
	12th: columbus day: no casa- full day camps available at
	Douglass Community Center

	november: (CC) Community center (ES) Elementary school
	2ND and 3rd: Student holiday: no casa- full day camps available
	Bluemont CC, Liberty ES, Douglass CC, Algonkian ES
	25th-27th: thanksgiving break: no casa- full day camps available on the 25th, at Liberty ES, Douglass CC

	december: (CC) Community center
	21ST-january 1ST: winter break: no casa- full day camps available except on 12/24, 12/25 and 1/1/2016.
	12/21-23 - Douglass CC
	12/28-31 – Douglass CC

	january:
	1st: no casa
	18th: Martin luther king, Jr Day: no casa
	29th: moveable holiday: no casa- full day camps available

	february:
	15th: president’s day- no casa

	march:
	21ST- 25tH: spring break: no casa- full day camp available

	april:
	15TH: sTUDENT HOLIDAY- full day camp available

	May:
	30th: memorial day: no casa

	june:
	14th: last day of school.



	IX. School closings and weather information
	INCLEMENT WEATHER DAYS
	PARENTS AND SCHOOL OFFICIALS ARE RESPONSIBLE FOR IMPLEMenting any emergency pick- up arrangements during school hours. if weather conditions worsen during CASA hours, site staff may contact parents to pick up participants earlier than normal. please n...
	casa is closed if there is an early dismissal or when school is closed. (weather RELATED OR OTHER REASONS)
	casa is not considered a lcps afterschool activity. if lcps closes early due to inclement weather, casa will not be in session. if lcps remains open until normal dismissal hours, casa will be in session.

	ozone action days
	code red days will be monitored by the staff. on these days, casa will limit their time outdoors. if outside during very hot and humid days, staff will encourage children to drink plenty of water and will facilitate only passive, low-aerobic type acti...

	citizen alert system
	the loudoun county citizen alert system is a free service that is available on a subscription basis. this system is designed to provide immediate and accurate information to subscribers in the event of extraordinary circumstances.
	To learn more about the system or to subscribe, go to the LOUDOUN county website (www.loudoun.gov). click “sign up for alert loudoun.” to subscribe, simply follow the online instructions.


	X.  General information and Policies
	Frequent and open communication between staff and parents is key to a successful program.  Please keep staff informed of any changes to personal information or schedule changes. Please provide us with regular feedback on any issues, complaints, or con...
	The site telephone is for emergencies only during program hours. children are allowed access to the casa site phone with permission from staff. cell phone use is prohibited during casa in accordance with the loudoun county public school policy.
	each participant will store personal belongings in an individual storage bin. staff is not responsible for lost or stolen items.
	Parents are welcome to observe and participate at any time that their child is enrolled in the program and is attending that day. This is in accordance with 63.2-1813 of the Code of virginia.
	we welcome any talent you would like to share. please notify site supervisor about your interest.
	Schedule change: if your child will be absent from the program, please call the site phone number and leave a message to notify staff of the absence prior to the beginning of the program, or provide written notification to the site supervisor. you wil...
	sign in/out policy
	It is a Licensing and prcs requirement that an authorized adult signs each child out daily.
	a) For the safety of your child
	b) to ensure communication betweeen casa parents and staff
	c) to record accurate attendance data

	Loudoun county PRCS will not be liable for any child not signed out by an authorized adult. if the problem persists, services may be terminated.
	Limitations on attendance are as follows:
	a) Failure to pay fees as required; (this will result in your child being dropped from enrollment and therefore they may no longer attend casa)
	b) failure to complete all required registration procedures;
	c) failure to comply with program policies, procedures, and code of conduct;
	d) Child’s temperature is 100 degrees or over;
	e) Communicable disease: you must notify the program within 24 hours if anyone in the household has a communicable disease. prior to your child returning to the program, parents must provide a physician’s certification that the condition is no longer ...
	f) Early dismissal from school resulting from illness


	child abuse/neglect
	In accordance with the code of virginia, loudoun county prcs staff is responsible for reporting all suspected abuse or neglect to the department of family services child protective services.
	All suspected child abuse will be reported to the Loudoun County Department of Family Services for investigation. Any suspicion of abuse or neglect will be reported to the Site supervisor immediately. on-site staff will contact their appropriate super...

	Emergency preparedness and shelter in place
	State child care licensing requires that we perform monthly fire drills and shelter in place drills.
	Every casa program has an emergency preparedness plan and a    shelter-in-place plan that will be implemented in case of weather emergencies, chemical or other extreme emergencies. Plans are available at each location and can be viewed.

	emergency pick-ups
	Emergency pick-up: three emergency contacts other than parents or guardians must be listed on each child’s application before a child will be admitted to the program.
	two emergency contacts must be at a location during casa hours that is within a 30 mile radius of the casa site.
	one of these emergency contacts will be contacted if a parent or guardian cannot be reached to pick up children in the event of an emergency.
	if a child is not picked up within 15 minutes of the close of the program and a parent or guardian cannot be reached, emergency contacts will be contacted to pick up a child/children.
	Participants are allowed to leave with someone other than their legal guardian (must be age 16 or older) if written or verbal notification form the legal guardian is provided. a child will be released only to the parents or others who are listed in th...

	Snack Information
	snack policy: snacks are provided at our sites and meet the nutritional needs of the children as established by the U.S. department of agriculture. all snack menus are posted for parental information at each site. since we do not supply food for speci...


	XI. licensing information
	Virginia department of social services: division of licensing programs:      11320 random hills road, suite 200 fairfax, virginia 22030                                      703-934-1505
	the commonwealth of virginia sets standards for licensed child day care programs. all after school casa programs, which are licensed, meet or exceed these standards. licensing information relating to a specific site may be obtained at www.dss.state.va.us
	Licensing ratios: maximum staff to child ratios are 1 to 18 for students in regular education.

	Licensing information for parents about child day care programs
	the commonwealth of virginia helps assure parents that child day care programs that assume responsibility for the supervision, protection, and well-being of a child for any part of a 24-hour day are safe. title 63.1, chapter 10 of the code of virginia...
	standards for licensing child day care centers address certain health precautions, adequate play space, a ratio of children per staff member, equipment, program and record keeping. criminal record checks and specific qualifications for staff and most ...
	compliance with standards is determined by announced and unannounced visits to the program by licensing staff within the department of social services. in additon, parents or other individuals may register a complaint about a program which will be inv...
	if you would like additional information about the licensing of child day care programs or would like to register a complaint, please contact the regional office of social services closest to you.


	XII. Behavior management
	casa focuses on honesty, respect, fairness, trust, caring, and responsibility. program rules are designed for the safety, health, and happiness of the children, staff and volunteers. we want each child to enjoy the activities and to benefit from his/h...
	general discipline techniques will include positive reinforcement for appropriate behaviors and careful explanation of behaviors that are unacceptable. discipline will be progressive in nature. it will be constructive and age appropriate for redirecti...
	Behaviors that may lead to an incident report, possible suspension, or termination from the program:
	 refusing to follow basic safety and program rules.
	 stealing or defacing casa, school property, or the property of others.
	 bullying and/or engaging in fights. loudoun county prcs will call parents to pick up any participant who is unable to function cooperatively with others or is a threat to the safety of him/herself or others.
	 repeated disrespect towards staff or rude and inappropriate behavior towards others, (By children or parents).
	 immediate removal from the program may occur if casa administration feels they cannot maintain the safety and welfare of the child or other participants in the program, or the child engaged in behaviors associated with the zero tolerance policy.


	XIII. discipline & incident reports
	Typical steps pERtaining to discipline and incident reports
	 child does not abide by rules; casa staff discusses behavior and consequences with the child and informs parent/guardian. an incident report is written.
	 a meeting may be required between parent(s), casa staff, casa specialist, and/or cAsa coordinator, together with the child, to develop strategies to improve behavior. upon parent receiving a 2nd incident report, staff will inform parents that a 3rd ...
	 Child’s third offense: staff writes an incident report and informs parents. Supervisor consults with casa specialist, casa coordinator, AND division manager for the appropriate action. Parent is then informed of decision. If the decision is made in ...
	 The casa program and staff are pledged to make every effort to maintain a child in the program. only after all the procedures have failed on the part of the administration staff and parents, will dismissal be considered. if, in the opinion of the ca...
	 incident reports are also written for other serious events on site such as fire, drug reaction, security, or other unusual situations.

	Causes & procedure for Dismissal
	causes:
	a) failure to pay fees as required.
	b) failure to complete all required registration procedures.
	c) failure to comply with program policies, procedures, and code of conduct.

	procedures:
	a) if cause for dismissal is evident, the casa coordinator will contact the parents and all efforts will be made to remedy any problems that exist.
	b) in most situations the parent will be given 24 hours notice before suspension from the program is implemented.
	c) after a suspension, a probationary period will be set to allow time for the problem to be resolved.
	d) if the probationary period still exists, the staff and parents will again discuss possible solutions. suggestions may be made to seek referral from other county resources or agencies.
	e) only after all resources have been expended will dismissal be considered. parents will be notified in writing of the dismissal, and if possible and practical, will be given at least 24 hours notice. no refund will be issued if a child is dismissed ...


	zero tolerance policy
	prcs does not permit the use of tobacco products, alcohol, drugs, or fireworks during our casa program.
	Verbal threats as well as the use of weapons are also prohibited.
	in addition, theft, violent behavior, or destruction of property will not be tolerated.
	any violation may result in immediate dismissal from casa with no refund of casa fees. parents will be expected to provide immediate transportation home, should an incident occur on/off site.


	XIV. health & emergency forms
	Daily health check
	each child has a daily health inspection upon arrival at the program. if the staff feels the child is not well, or has a fever, recurring vomiting or diarrhea, you will be asked to take the child home. to allow a child to attend, while sick or before ...

	fever policy
	according to the health department, children with fevers are not necessarily contagious. also fevers may vary and come and go. it is our policy that children do not attend casa if they have a fever with an oral temperature of 101 degrees fahrenheit, h...
	if a child enrolled in the program has a communicable disease, the parents are urged to notify the casa coordinator immediately. the parents of the other children will be notified.
	children who have had a communicable disease may not return to the program unless they have a doctor’s note stating they are no longer contagious.

	immunizations
	each child is required to have the immunizations and vaccinations appropriate for a child their age and before acceptance into the program. the child’s immunization must be certified by a doctor on the type of medical form provided by the program.
	a child may be excused from the immunization if the parents submit to the casa coordinator a “certificate of religious exemption.”

	ill and injured children
	if a child becomes ill or injured while at the program the parent will be immediately contacted to make arrangements to have the child picked up as soon as possible. if the parent is not available, an emergency contact person will be called.
	in an emergency, children will be taken to and cared for in the site or center office until they are picked up. If appropriate, the child will be taken by the local rescue squad to the closest emergency facility.


	XV. medication policy
	medications
	if a child must take medication during the casa program hours, a medication authorization form must be completed and given to the site supervisor along with the medication. only medication in its original bottle, with a prescription label, may be give...
	the medicine will be kept in a locked medication box located in the office space of the casa site.
	The medication authorization form authorizing administration must include: child’s name, prescription number, exact dosage, AND THE name of the medicine, time to administer, and any special instructions. parents/guardians should take the medication ho...
	Staff will inform parents immediately of any adverse reaction to medication or of any medication concerns.
	expired medication needs to be picked up within 14 days of the authorization expiration and/or medication expiration, or it will be disposed of by the site staff.

	sunscreen and insect repellent Policy
	Parks, Recreation and Community Services programs that include child participants or those with special needs that require assistance* are required to adhere to the sunscreen use and application policy to include communicating the requirements to the ...
	AUTHORITY
	Issued by the Director of Parks, Recreation and Community Services.
	PROCEDURES
	Parents are responsible for providing sunscreen for each child participating in an outdoor program or a program that includes spending time outdoors. Sunscreen should be labeled with the child’s name and a date.*
	Staff shall include a question on the registration form regarding sunscreen and parents must notify staff if the child is sensitive to sun exposure.
	If sunscreen is not provided, staff will contact the parent/guardian or the emergency contact for instructions regarding the situation.
	Sunscreen, with at least 30 SPF rating, is recommended to be purchased annually to avoid sunburn.
	Children should arrive at the program site each day with sunscreen already applied, even on cloudy days.
	Staff CANNOT provide sunscreen to any child due to potential allergies.
	Staff will supervise the self-application of sunscreen as a group activity prior to the first outdoor activity of the day and at each scheduled break throughout the day.
	If a parent has indicated on the registration form that a child “needs assistance” applying sunscreen the parents need to supply spray sunscreen if they wish the staff to apply.  Under this condition, staff may assist the camper in applying the spray ...
	For those participants with disabilities, an accommodation may be made for staff to physically apply sunscreen lotion with written permission from the parent/guardian. In these cases, 2 staff members must be present.
	If a parent has indicated on the registration form that a child “does not need assistance” applying sunscreen and the staff recognizes the child has difficulty applying sunscreen properly, staff will supervise another child assisting the application.

	severe allergies
	the parent will supply a complete list of specific food or allergens that need to be avoided. copies will be provided to the program staff so they are aware of the type and severity of the allergy. allergy lists are for staff use only and must be post...


	XVI. contact information & program Locations
	Loudoun County Parks, Recreation and community services
	20145 Ashbrook place, Suite 170, Ashburn, virginia 20147                                                                      Monday – friday 8:30am-5:00pm                                                                                       Main # 70...

	Children’s programs division
	Division Manager: Dan Bureau                                                       703-777-0398                               Adaptive Recreation coordinator: maria auger                        703-771-5013                          Camp Coordinator: c...

	CASA Specialists
	Leah Pagala: leesburg cluster:                                                     703-771-5616                        zachary walters: sterling cluster:                                              703-737-8817                         wendi blodgett:...

	CASA locations

	Shelter in place policy
	The events in recent years have made us all keenly aware of the need to review and refine the department of parks, recreation and community services emergency plan. with that in mind, preparing for emergencies requires considering all likely scenarios...
	as you may know, “SHELTER in place” is designed to create a neutral atmosphere within a building by shutting down all ventilation systems and closing all doors and windows.  the procedure is intended to seal off a building for a limited time if there ...
	in the event that a “shelter in place” procedure must occur, all parks, recreation and community services program participants will be directed by emergency officals to remain inside and follow procedures. during this time, no one will be permitted to...
	Due to the heightened awareness of emergency prepardness, please, if needed, immediately update your emergency contacts and medical information that we have on file. during emergency situations, we will make every effort to communicate the status of a...
	while working with other county agencies, the department continues to refine our safety plans. your patience and understanding, should an emergency arise, is essential in order for the department to safely protect our program participants and calmly r...
	Please be assured that staff is committed to the safety of all our participants.
	Sincerely,
	Steve Torpy, director                                                                                                                       loudoun county parks, recreation and community services
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	Parent/program registration agreement addendum


